
RECORDS RETENTION AND DISPOSAL SCHEDULE 

S C H E D U L E N O . 

C-685 
P A C E N O . 

1 of 4 

Comprehensive and 
A G E N C Y office of Planning and Zoning DIVISION Transportation Planning 

ITEM 
N O . DESCRIPTION RETENTION 

A - A-95 Clearinghouse Process 
(General correspondence) 

AG - Agriculture 
-Files 1 thru 6, inclusive (General correspondence) 

AR - Archivist 
File 1. Request for Proposal; File 5. Site Review 

Committee 
(Correspondence to consultants, proposal requests) 
Files 2, 3, 4, 6 and 7 
(State contracts, archivist contracts, etc.) 

BU - Bureau of Census 
Files 1, 3, and 4 (Census info., committee reports)] 

Files 2, 5, 6, 7 and 8 
(1980 Census, agriculture census, 1990 census,etc 

CC - County Charter 
(File pertaining to County Charter) 

CCP - Community and County Plans (other than Howard Co.)| 
Files 1 thru 15 
(General correspondence/studies for other countie$ 

Retain five (5) years, 
then destroy. 

Retain five (5) years, 
then destroy. 

Retain five (5) years, 
then destroy. 

Retain permanently* 

Retain three (3) years, 
then destroy. 
Retain permanently. * 

Retain permanently. 

Retain permanently. 

CF - Community Facilities 
Files 1 thru 13, inclusive 
(General correspondence re fire stations, schools, 
libraries, prisons, etc.) 

COL - Columbia 
File 1 - Neighborhood boundaries 
File 2 - Columbia Design Study 
(General correspondence re Columbia) 

Retain ten (10) years, 
then destroy. 

Retain permanently. 

S C H E D U L E A P P R O V E D BY 
R E C O R D S M A N A G E M E N T OFFICER 

S C H E D U L E A P P R O V E D BY 
STATE ARCHIVIST 

S C H E D U L E A P P R O V E D BY / 
A G E N C Y , O R DIVISION REPRESENTATIVE 

j// \M \— 2 * ^ ^ y- J*'£*rf#* 
' \ D A T E SIGNATURE ^ 
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~ ( C O N H N U A T I O N SHEET) 

S C H E D U L E N O . 
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P A C E N O . 

2 of 4 

ITEM 
N O . DESCRIPTION RETENTION 

9 ELK - Elkridge 
Files 1 thru 17, Inclusive 
(Capital facilities, human services, land use data 
S. hanover Rd., railroad station, other corresp.) 

Retain permanently. 

10 ELL - Ellicott City 
Files 1 thru 25, inclusive 
(Historic preservation, grants, studies, plans) 

* 
Retain permanently. 

11 ENV - Environmental Health 
Files 1 thru 16, inclusive 
General correspondence regarding noise, air 
quality, airport noise abatement, power lines,etc. 

Retain ten (10) years, 
then destroy. 

1 
12 GE - General Plan 

Files 1 thru 10, inclusive 
(Correspondence regarding fire/emergency services, 
human service studies, land use studies, etc.) 

Retain five (5) years, 
then destroy. 

Files 11 thru 20, inclusive 
(studies on goals/objectives, hist, preservation, 
energy, planning areas, community facilites, etc.) 

Retain three (3) years, 
then destroy. 

Files 21 thru 28, inclusive 
(Studies on plan review process, TDR's; General 
Plan amendments, 1989 Gen. Plan, Task Force, etc.) 

Retain ten (10) years, 
then destroy. 

13 GR - Grant Programs 
File 1. CDBG (a thru w) 
(General correspondence) 

Retain ten (10) years, 
then destroy. 

„ File 3. "701" Applications (a thru h) 
Applications, reports, payment requests, etc.) 

Retain five (5) years, 
then destroy. 

File 6. Guilford (1 thru 7) 
(General correspondence) 

Retain ten (10) years, 
then destroy. 

14 HIS - Historical Preservation 
Files 1 thru 12) 
(Studies and general correspondence) 

Retain permanently.* 

15 HO - Housing and Community Development 
(Files 6, 8, 13, 16, 17 inclusive 
(Gen. correspondence, policies, studies) 

Retain ten (10) years, 
then destroy. 

16 HO CO - Howard County Data 
Files 1, 2, 3, 4, 5, 6, 7, 10, 12, 15, 16 
(Correspondence re: housing, population surveys,et 

Retain ten (10) years, 
then destroy. 

17 OF - Office 
File 2. Office Logs; File 9. Chrono File 
(Mail log, long distance calls, correspondence) 

Retain three (3) years, 
then destroy. 

File 5. Office Equipment Inventory 
(Office equipment/furniture inventory) 

Retain ten (10) years, 
then destroy. 

File 8. Budget (a thru 1 inclusive) 
(Budgets for Division operation) 

Retain five (5) years, 
then destroy. 
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[ITEM! 
N O . DESCRIPTION RETENTION 

18 | REC - Recreation and Parks 
Files 1 thru 14 inclusive 

(Open space study, conservation, parks, trails) 
19 | REG - Regional Planning Council 

File 1 Building Permits 

Files 2, 3, 6, 15, 23, 25, 27, 28, 29 
(Housing, population, GDP) 

20 | SA - Savage/North Laurel 
Files 1 thru 6 inclusive 

(Contracts, Master Plan, Advisory Committee) 

21 | TR - Transportation (All general correspondence) 
Files 1(a) thru 1(d) Operating Assistance, 
Ho. Co. Transp. Cap.Grant, TSM, TDP 
Files 2(a) thru 2(eee) Highway Projects 

Files 3 (a thru n) Highway Studies & Plans 

Files 4 (a) and (b) Public Transportation 
Board (meetings/Task Force) 

Files 11 (a) thru (e) Consolidated 
Transportation Plan (CTP) 

File 13 General Highway Maps 

File 14 Highway Noise Study 

File 17*(a) thru (d) inclusive 
Transportation Control Plan (TCP) 

(corridor studies; B/W Subarea) 

File 18 Unified Transportation Planning 
Program (UTPPj; (a) Billing 

File 23 Transportation Steering Committee 
(TSC) 

File 27 Transportation Improvement Program 
(TIP) 

File 36 Plan & Program Committee 

File 38 Federal Highway Administration 

Retain ten (10) years, 
then destroy. 

Retain three (3) years, 
then destroy. 
Retain five (5) years, 
then destroy. 

Retain permanently. 

Retain ten (10) years, 
then destroy. 
Retain permanently. * 

Retain ten (10) years, 
then destroy. 
Retain permanently.* 

Retain five (5) years, 
then destroy. 

Retain five (5) years, 
then destroy. 
Retain five (5) years, 
then destroy. 
Retain five (5) years, 
then destroy. 

Retain ten (10) years, 
then destroy. 

Retain ten (10) years, 
then destroy. 

Retain ten (10) years, 
then destroy. 

Retain ten (10) years, 
then destroy. 

Retain ten (10) years, 
then destroy. 
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[ITEM I 
N O . 

DESCRIPTION RETENTION 

21 | TR - Transportation (continued): 

File 47 Parking Study-Downtown Columbia 

File 51 Airport Area Transportation Study 

File 55 Scenic Roads 

File 56 Rail Station Alternative Sites 
Study 

File 58 Level of Service Study 

File 59 MARC Service to Columbia 

22 | WA - Water and Sewer (All general correspondence) 
File 1. Patapsco Interim Sewerage Treatment 

Plant 

File 2. Water and Sewer Master Plan 

File 10. Patuxent River Reservoir 
Protection Program 

File 14. Metropolitan District 

File 15. Patuxent River Watershed Act of 
1980 

File 16. Chesapeake Bay Critical Area 

Retain ten (10) years, 
then destroy. 

Retain ten (10) years, 
then destroy. 

Retain ten (10) years, 
then destroy. 

Retain ten (10) years, 
then destroy. 

Retain ten (10) years, 
then destroy. 

Retain ten (10) years, 
then destroy. 

Retain ten (10) years, 
then destroy. 

Retain ten (10) years, 
then destroy. 

Retain ten (10) years, 
then destroy. 

Retain ten (10) years, 
then destroy. 

Retain ten (10) years, 
then destroy. 

Retain ten (10) years, 
then destroy.. 

* Files permanently retained may be transferred 
periodically to the State Archives. 



J INSTRUCTIQMS--TYPE OR PRINT A 
1 SEPARATE FORM FOR EACH NEW OR 
tf^HSED RECORD SERIES. FORWARD 
I^HTH RECORDS RETENTION SCHEDULE 
| (DCS 8B0-I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727• WATERLOO ROAD 
P.O. BOX*27B 

JESSUP. MARYLAND 207 »4 

AGENCY RECORDS INVENTORY 
J INSTRUCTIQMS--TYPE OR PRINT A 
1 SEPARATE FORM FOR EACH NEW OR 
tf^HSED RECORD SERIES. FORWARD 
I^HTH RECORDS RETENTION SCHEDULE 
| (DCS 8B0-I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727• WATERLOO ROAD 
P.O. BOX*27B 

JESSUP. MARYLAND 207 »4 PACE 1". OF 2 6 

j t. DEPARTMENT/AGENCY 
| Planning & Zoning 

2. DIVISION 
Comprehensive & Transp. Plannin; 

S . UNIT 
• 

' DEFINITION-RECORD SERIES-* O R O U * °r RELATED RECOROB NORMALLY PILED AMD U S E D AS A UNIT FOR 
1 REFERENCE AS WEt_L AS RETENTION AND DISPOSITION PURPOSES 
j 4. RECORD SERIES TITLE 
! A-95 Clearinghouse Process 

S . EARLIEST YEAR/LATEST YEAR 
1977 TO Present 

! RECORD SERIES DESCRIPTION (•RI*Fi-Y D M C R I S E THE TYPES O P IN FORMAT I ON/DOCUMENT 8/PO RMS POUND 
: IN THE SERIES. INCLUDE THE PURPOSE O R FUNCTION OF THE SEPIES) 

Correspondence related to requests for comments on jurisdictional issues. 

7. RECORD SERIES FORMAT{S) 
^^-ETTER SIZE • MICROFILM 
D LEGAL SIZE • COMPUTER TAPE 
O SOUND BOOK O FLOPPY DISK 
D AUDIO TAPE O VIDEO TAPE 
D OTHER(SPEC1FY) 

8. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
NUMERICAL 

CX CHRONOLOG1GAL 
• GEOGRAPHICAL 
D OTHER(SPECIFY) 

•. VOLUME 
2 GCPILE DRAWER( S ) 

C MICROFILM REEL(S) 
0 COMPUTER TAPE(S) 

NUMBER Q QTKEHf SPEC1 FY) 

7. RECORD SERIES FORMAT{S) 
^^-ETTER SIZE • MICROFILM 
D LEGAL SIZE • COMPUTER TAPE 
O SOUND BOOK O FLOPPY DISK 
D AUDIO TAPE O VIDEO TAPE 
D OTHER(SPEC1FY) 

8. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
NUMERICAL 

CX CHRONOLOG1GAL 
• GEOGRAPHICAL 
D OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
• FILE DRAWER(S) 
• MICROFILM REEL(S) 

N U M B E R w w* " w • inrb|v| 
. D cm-rrnl sprr i F-V \ " 

1 1 * FILE IS USED 
D DAILY D WEEKLY MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER ij 
ffmnnnr ° "»*« (»> ° ii 

IS. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOMJ 
Comp. & Transp. Planning Div., 
Office of Planning & Zoning, Howard Bldg. 

i 
14. IS RECORD SERIES DUPLICATED ELSEWHERET 

4 IP YES, SPECIFY AOEKCY OR OFFICE) j 
4 Y E S O N O OPZ Director\s .'office. j 

15. ACCESS RESTRICTIONS D YES V NO 
(IF YES, CITE LAW(S) • R E O U U A T I O N ( S ) 

14. AUDIT REQUIREMENTS 
\ tsv. M * \ 

^ NONE • STATE' O FEDERAL O INDEPENDENT | 

17. IS AN INDEX SYSTEM USED? (IF VKS.EXPLAIN 

O Y E S O NO • 
\ ...v | 

IS. RECOMMENDED RETENTION , • 
Retain for five (5) years, then destroy. j 

1 
t 

1». NAME AND TITLE OF PREPARER 
r_ Marsha McLaughlin -
Records Retention Officer 

20. TELEPHONE NUMBER 

313-2350 ' . . 

1 
21. DATE j 

, 3-06-92 . j 



INSTRUCTIOMS--TYPE OR PHINT A 
SJHIATE FORM FOR EACH NEW OR 
RE^TSED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS »B0-|) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727• WATERLOO ROAD 
P.O. BOX*27l 

JESSUP, MARYLAND 20714 

AGENCY RECORDS INVENTORY 
INSTRUCTIOMS--TYPE OR PHINT A 
SJHIATE FORM FOR EACH NEW OR 
RE^TSED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS »B0-|) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727• WATERLOO ROAD 
P.O. BOX*27l 

JESSUP, MARYLAND 20714 PACE 2 OF _ 2 6 

; 1. DEPARTMENT/AGENCY 
Planning & Zoning 

1. DIVISION 
Comprehensive & Transp. Planning 

1. U N I T 

DEFINITION-RECORD SERIES _A OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •__ 

4. RECORD SERIES TITLE 
Agriculture 

S. EARLIEST YEAR/LATEST YEAR 
vl9J8 TO Present 

• . RECORD SERIES DESCRIPTION J B , , , K R I- V DESCRIBE THE TYPES OP INPORMATI ON/DOCUMENTS/PORMS POUND 
"IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SEP/IES) 

Agriculture Pres. Advisory Roard 
Maryland Agriculture Land Pres. Program Self-Explanatory 
Howard County Agriculture Land Pres. Program 
Agriculture Pres. Task Force 
Farmland Identification 
Agriculture & Forest Land Pres. Study 

File 1. 
File 2. 
File 3. 
File 4. 
File 5. 
File 6. 

iCORD SERIES FORMAT(S) 
JTTER SIZE D MICROFILM 

D LEGAL SIZE O COMPUTER TAPE 
O BOUND BOOK O FLOPPY DISK 
O AUDIO TAPE O VIDEO TAPE 
D OTHER(SPECIFY) 

8. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
$ NUMERICAL 
O CHRONOLOGICAL 
D GEOGRAPHICAL 
a OTHER;SPEC iFY j 

II. FILE IS USED 
O DAILY WEEKLY O MONTHLY 

IS. CURRENT LOCATION(S) (BLDC. ,FLOOR.ROOMJ 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building 

VOLUME 
k 

NUMBER 

Of FILE DRAWER(S ) 
O MICROFILM REEL(S) 
O COMPUTER TAPE(S) 
O OTHER(SPECI FY) 

10. ANNUAL ACCUMULATION 
O FILE DRAWER(S) 
O MICROFILM REEL(S) 

MJUBE-R 0 COMPUTER TAPE(S) 
• P rm-irp(«:pc-ri rv) 

1 2 * FILE BECOMES INACTIVE AFTER 
. D MONTH(S) O YEAR(S) 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? 
tlF YES, SPECIFY /.OENCT OR OFFICE) 
O YES £ NO 

15. ACCESS RESTRICTIONS O YES B NO 
( I F Y E S , C I T E LAW(S) » R E O U L A T I O N ( S ) 

14. AUDIT REQUIREMENTS 
E}[ NONE O STATE O FEDERAL D INDEPENDENT 

17. IS AN INDEX SYSTEM USED? ( IP YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY KAPDRARE,/SOPTBARE) 

O YES O NO 

IB. RECOMMENDED RETENTION 

Retain five (5) years, then destroy. 

is. NAME AND TITLE OF PREPARER 
Marsha McLaughlin 
Records Retention Officer 

20. TELEPHONE NUMBER 
, 313-2350 

21. DATE 
3-06-92 



PHSTKUCTIQMS--TYPE OR PRINT A 
d « A T £ FORM FOR EACH NEW OR 
R^PTSED RECORD SERIES, FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS SBO-I) 

DEPARTMENT OF CENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7Z7I WATERLOO ROAD 
P.O. BOX*27» 

JESSUP, MARYLAND 20714 

AGENCY RECORDS INVENTORY 
PHSTKUCTIQMS--TYPE OR PRINT A 
d « A T £ FORM FOR EACH NEW OR 
R^PTSED RECORD SERIES, FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS SBO-I) 

DEPARTMENT OF CENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7Z7I WATERLOO ROAD 
P.O. BOX*27» 

JESSUP, MARYLAND 20714 PACE 3 OF 2 6 

| I. DEPARTMENT/AGENCY 

| Planning & Zoning 
2. DIVISION 
Comprehensive & Transp. Planning 

«. U N I T 

'< DEFINITION-RECORD SERIES-* 0 * 0 W °* RELATED RECORDS NORMALLY FILED AND USED AS A ON 1T FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

1 4. RECORD SERIES TITLE 
AR - Archivist 

S. EARLIEST YEAR/LATEST YEAR 
.1976 T O 1984 

4. RECORD SERIES DESCRIPTION ( BRIEFLY DESCRIBE 
I N THE SERIES. 

File 1. 
File 5. 

File 
File 
File 
File 
File 

Request for Proposal 
Site Review Committee 

State Contract 
Archivist Contract 
Archivist Payment Requests 
State Reimbursements 
Historic Inventory 

THE TYPES O P INPORMATION/DOCUMCNTS/PORMS POUND 
INCLUDE THE PURPOSE OR FUNCTION OP THE SEtTIES) 

Correspondence to consultants, committees, etc. 
regarding historic preservation issues. 

Correspondence, contracts, inventories related 
to archivist's work on historic sites of Howard 
County. 

;CORD SERIES FORMAT(S) 

JTTER SIZE O MICROFILM 

O LEGAL SIZE O COMPUTER TAPE 

O BOUND BOOK O FLOPPY DISK 

O AUDIO TAPE O VIDEO TAPE 

D OTHER(SPECI FY J 

S. RECORD SERIES SEQUENCE 

O ALPHABETICAL 

£> NUMERICAL 

O CHRONOLOGICAL 

D GEOGRAPHICAL 

O OTHER(SPEC I FY) 

t. VOLUME 
h O FILE DRAWER(S) 

O MICROFILM REEL(S) 
D COMPUTER TAPE(S) 

NUMBER O OTHER(SPECI FY) 

10. ANNUAL ACCUMULATION 
O FILE DRAWERfS) 
O MICROFILM REEL(S) 

NUMBE'R D COMPUTER TAPE(S) 
• D wmrp[«iPFriFY) 

f I. FILE IS USED 
O DAILY O WEEKLY <& MONTHLY 

F 2 < FILE BECOMES INACTIVE AFTER 

IS. CURRENT LOCATION(S) (BLDG. .FLOOR, ROOM) 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building 

14. IB RECORD SERIES DUPLICATED ELSEWHERET 
(IF YES, SPECIFY AOENCV OR OFFICE) 
O Y E S O N O 

IS. ACCESS RESTRICTIONS O YES B N O 
(IF YES, CITE LAW(S) • REOULAT I ON ( S ) 

14. AUDIT REQUIREMENTS 

(£NONE O STATE D FEDERAL D INDEPENDENT 

17. IS AN INDEX SYSTEM USED? ( IF YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

O Y E S O N O 

IS. RECOMMENDED RETENTION 
Files 1 and 5-

, Retain five (5) years, then destroy. 

Files 2, 3, 4, 6 and 7 retain permanently. 

It. NAME AND TITLE OF PREPARER 
jMarsKa McLaughlin 
Records Retention Officer 

20. TELEPHONE NUMBER 
'313-2350. 

21 . DATE 
3-06-92 



INSTRUCTIQMS--TYPE OR PRINT A 
S J B R A T E FORM FOR EACH NEW OR 
RjCTSED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS tBO-l ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72 7 S WATERLOO ROAD 
P.O. BOX*27I 

JESSUP, MARYLAND 20714 

AGENCY RECORDS INVENTORY 
INSTRUCTIQMS--TYPE OR PRINT A 
S J B R A T E FORM FOR EACH NEW OR 
RjCTSED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS tBO-l ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72 7 S WATERLOO ROAD 
P.O. BOX*27I 

JESSUP, MARYLAND 20714 PAGE 4 OF . 26 

[ t. DEPARTMENT/AGENCY 
| Planning & Zoning 

t. DIVISION 
Comprehensive & Transp. Planning 

S. U N I T 

DEFINITION-RECORD SERIES-* O R O U P o r "KI-Ano NORMALLY FILED AND uteo AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

i 4. RECORD SERIES TITLE 
. BU - Bureau of Census 

B. EARLIEST YEAR/LATEST YEAR 
,1977 T O Present 

# > RECORD SERIES DESCRIPTION (•R,KRUV DESCRIBE THE TYPES OP IN FORMAT I ON/DOCUMENTS/FORMS FOUND 
IN THE SERIES 

File 1. Bureau of Information 
File 3. Local Census Liaison 
File 4. Complete Count Committee 
File 2. Census of 1.980 . 1 
File 5. Census of Agriculture 
File 6. Neighborhood Statistics Program 
File 7. Journey-to-Work 
File 8. 1990 Census 

INCLUDE THE PURPOSE OR FUNCTION OF THE SEPIES) 

Census information, committee reports, etc. 

General correspondence regarding census data. 

iCORD SERIES FORMAT(S) 
iTTER SIZE O MICROFILM 

O LEGAL SIZE • COMPUTER TAPE 
O BOUND BOOK D FLOPPY DISK 
O AUDIO TAPE O VIDEO TAPE 
O OTHERISPECI FY ) 

B. RECORD SERIES SEQUENCE 
• ALPHABETICAL 
$ NUMERICAL 
O CHRONOLOGICAL 
O GEOGRAPHICAL 
O OTHER(SPECIFY) 

11. FILE IS USED 
O DAILY O WEEKLY DX MONTHLY 

ii. CURRENT LOCATION(S) (BLOC..FLOOR,ROOM) 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building 

B. VOLUME 
h 

NUMBER 

*J FILE DRAWER(S) 
• MICROFILM REEL(S) 
O COMPUTER TAPE(S) 
O OTHER(SPEC I FY] 

10. ANNUAL ACCUMULATION 
O FILE DRAWER(S) 
O MICROFILM REEL(S) 

NUMBE* D COMPUTER TAPE(S) 
• D crrviFP(«tPFrirv) 

12. FILE BECOMES INACTIVE AFTER 
, , O MONTH(S) O YEAR(BJ 

14. IS RECORD SERIES DUPLICATED ELSEWHERE» 
tlF Y E S , S P E C I FY / . O E N C Y O R O F F I C E ) 
DYES ^ NO 

I S . ACCESS RESTRICTIONS O YES D NO 
1 I P Y E S , C I T E LAW(s) * R B O U L A T I O N ( S ) 

IC. AUDIT REQUIREMENTS " 

P^NONE D STATE ' O FEDERAL D INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLA IN 
B R I E F L Y AND DESCRIBE ANY HARDBARE/SOFTWARE) 

O Y E S O N O 

It. RECOMMENDED RETENTION 
i 

Files 1, 3 and 4 r'efcain-.three^(S^5y eassVthen 
destroy. 
Files 2, 5, 6, 7, and 8 retain permanently. 

It. NAME AMn TITLE OF PREPARER 
- Marsha McLaughMn 
Records Retention Officer 

20. TELEPHONE NUMBER 
313-2350 

21. DATE 
>_ 3-06-92 



INSTRUCT 1CMS--TYPE OR PRINT A 
S « A r A T £ FORM FOR EACH NEW OR 
RsJrSED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 880-1J 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. B O X * 2 7 l 

JESSUP. MARYLAND 207*4 

AGENCY RECORDS INVENTORY 
INSTRUCT 1CMS--TYPE OR PRINT A 
S « A r A T £ FORM FOR EACH NEW OR 
RsJrSED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 880-1J 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. B O X * 2 7 l 

JESSUP. MARYLAND 207*4 PACE , 5 OF 26 

| |. DEPARTMENT/AGENCY 

[ Planning & Zoning 
Z. DIVISION 
Comprehensive & Transp. Planning 

1. U N I T 

j DEFINITION-RECORD SERIES' A OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT POR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 
County Charter 

8 . EARLIEST YEAR/LATEST YEAR 
U i 2 T O Prp-gpnt 

RECORD SERIES DESCRIPTION (•R,KRTT DESCRIBE THE TYPES or INPORMATION/DOCUMCNTS/PORMS POUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SEP/IES) 

Charter information for Howard County 

iCORD SERIES FORMAT(S) 
tTTER SIZE O MICROFILM 

O LEGAL SIZE O COMPUTER TAPE 
D BOUND BOOK O FLOPPY DISK 
O AUDIO TAPE n VIDEO TAPE 
O OTHER(SPECIFY) 

8. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
$ NUMERICAL 
P CHRONOLOGICAL 
O GEOGRAPHICAL 
O OTHER(SPECI FY) 

VOLUME 
1/8 9 PILE DRAWER(S) 

• MICROFILM REEL(S) 
O COMPUTER TAPE(S) NUMBER • OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
O FILE DRAWER(S) 
O MICROFILM REEL(S) 

NUMBE* O COMPUTER TAPE(S) 
• P OTnrP(cprnrv) 

It. FILE IS USED 
B DAILY P WEEKLY O MONTHLY 

I* • FILE BECOMES INACTIVE AFTER 
innrcnr P MONTH(S) D Y E A R ( S ) 

12. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM) 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building | 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
tlF YES, SPECIFY AOENCY OR OFFICE) 
O YES NO 

IS. ACCESS RESTRICTIONS t> YES D NO 
(IF YES, CITE LAW(s) • REOULAT I ON ( S) 

14. AUDIT REQUIREMENTS 
(RNONE O STATE O FEDERAL D INDEPENDENT 

J7. IS AN INDEX SYSTEM USEDT ( IF YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY KAPDBARc/SOFTWARE ) 

P YES O NO 

18. RECOMMENDED RETENTION 

Retain permanently. 

IS. NAME Akin T!T!UE OF PREPARER 
Marsha McLaughlin 
Records Retention Officer 

20. TELEPHONE NUMBER 
., 313-2350 . 

21. DATE 
3-06-92 



INSTRUCT!QMS--TYPE OR PRINT A 
s j ^ R A T E FORM FOR EACH NEW OR 
R E W S E D RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS SBO-I) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727B WATERLOO ROAD 
P.O. BOX*27B 

JESSUP, MARYLAND 207*4 

AGENCY RECORDS INVENTORY 
INSTRUCT!QMS--TYPE OR PRINT A 
s j ^ R A T E FORM FOR EACH NEW OR 
R E W S E D RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS SBO-I) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727B WATERLOO ROAD 
P.O. BOX*27B 

JESSUP, MARYLAND 207*4 PAGE 6 OF . 26 

; 1. DEPARTMENT/AGENCY 
| Planning- & Zoning 

2. DIVISION 
Comprehensive & Transp. Planning 

S . U N I T 

DEFINITION-RECORD SERIES-REFERENCE AS WELL AW RETENTION AND DISPOSITION PURPOSES 
4. RECORD SERIES TITLE 

CCP - Community & County Plans (other than Howard County ) 
EARLIEST YEAR/LATEST YEAR 

J976 TO Present 

t. RECORD SERIES DESCRIPTION (•RIKruY DESCRIBE THE TYPES O P INFORMATION/DOCUMeNTS/PORMS POUND 
IN THE SERIES. 

File 1. Freedom Area & Environs File 11. 
File 2. Olney Master Plan File 12. 
File 3. Sandy Spring/Ashton File 13. 
File 4. Sykesville & Vicinity File 14. 
File 5. Urbana Plan File 15. 
File 6. Oella 
File 7. Damascus & Vicinity 
File 8. Eastern Montgomery County 
File 9. Carroll County 
File 10. Frederick County 

INCLUDE THE PURPOSE OR FUNCTION OF THE SEPIEE) 
Mt. Airy 
Prince George's County 
Taneytown 
Ouad-County/Laurel Committee on Planning/Devel. 
Anne Arundel County 

Self-explanatory 

ICORD SERIES FORMAT(S) 
iTTER SI2E O MICROFILM 

O LEGAL SIZE D COMPUTER TAPE 
O BOUND BOOK • FLOPPY DISK 
D AUDIO TAPE D VIDEO TAPE 
• OTHER(SPECIFY) 

•. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
$ NUMERICAL 
O CHRONOLOGICAL 
O GEOGRAPHICAL 
O OTHER(SPECI FY) 

II. FILE IS USED 
O DAILY B WEEKLY O MONTHLY 

IS. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM} 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building | 

t. VOLUME 

NUMBER 

fl FILE DRAWER(S) 
O MICROFILM REEL(S) 
O COMPUTER TAPE(S) 
O OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
D FILE DRAWER(S) 
O MICROFILM REEL(S) 

NUMBER ° COMPUTER TAPE(S) 
• D cnn-irB(RPPriFY) 

12. FILE BECOMES INACTIVE AFTER 
mm*r* " " " " " * W i 

14. IS RECORD SERIES DUPLICATED ELSEWHERE! 
tlP YES, SPECIFY AGENCY OR OFFICE) 
D YES O NO 

IS. ACCESS RESTRICTIONS O YES B N O 
(IP YES, CITE LAB(S) A RBOULATI ON ( • ) 

I•. AUDIT REQUIREMENTS 

(ft NONE D STATE O FEDERAL O INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT ( IF VKB.EXP LA IN 
B R I E F L Y AND DESCRIBE ANY KAftDB ARE./SOFTWARE ) 

O YES O NO 

IS. RECOMMENDED RETENTION 

Retain permanently. 

IS. NAME Awr. TITLE OF PREPARER 20. TELEPHONE NUMBER 
.313-2350 

1*1 DATE 
3-06-92, -Marsha, McLaughlin 

Records Retention Officer 



INSTRUCT 1CMS--TYPE OR PRINT A 
sj^HtATE FORM FOR EACH NEW OR 
R^PTSED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS S S O - I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727S WATERLOO ROAD 
P.O. BOX*27> 

JESSUP, MARYLAND 20784 

AGENCY RECORDS INVENTORY 
INSTRUCT 1CMS--TYPE OR PRINT A 
sj^HtATE FORM FOR EACH NEW OR 
R^PTSED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS S S O - I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727S WATERLOO ROAD 
P.O. BOX*27> 

JESSUP, MARYLAND 20784 PACE 7 OF 2 6 

j I. DEPARTMENT/AGENCY 
| Planning & Zoning 

1. DIVISION 
Comprehensive & Transp. Planning 

2 . UNIT 

DEFINITION-RECORD SERIES* RELATED RCCORDB NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 
CF - Community Facilities 

EARLIEST YEAR/LATEST YEAR 
y 1976 T O Present 

4. RECORD SERIES DESCRIPTION (•R,K''L-R DESCRIBE THE TYPES OP IN FORMAT I ON/DOCUMENTS/FORMS POUND 

File 
File 
File 
File 
File 
File 
File 
File 8. 
File 9. 
File 10. 

1. 
2. 
3. 
4. 
5. 
6. 
7. 

1N THE SERIES 
Fire Stations 
School Facilities 
Animal Control Facility 
Community Center Plan 
Solid Waste 
Library Facilities 
Federal Space Study 
Community Adult Rehab. Center 
Space Needs 
Post Office 

INCLUDE THE PURPOSE OR FUNCTION OF THE SEP/IES) 

File 11. Howard Community College 
File 12. MVA Express Office Sites 
File 13. State Prisons 

Self-explanatory. 
General correspondence. 

-^El 
1CORD SERIES FORMAT(S) 
iTTER SIZE O MICROFILM 

O LEGAL SIZE O COMPUTER TAPE 
D BOUND BOOK O FLOPPY DISK 
O AUDIO TAPE O VIDEO TAPE 
• OTHER(SPEC IFY) 

•. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
$ NUMERICAL 
D CHRONOLOGICAL 
D GEOGRAPHICAL 
O OTHER(SPEC I FY ) 

VOLUME 
\ $ FILE DRAWER(S) 

O MICROFILM REEL(S) 
O COMPUTER TAPE(S) 

NUMBER • OTHER(SPECI FY) 

10. ANNUAL ACCUMULATION 
O FILE DRAWER(S) 
O MICROFILM REEL(S) 

NUMBER O COMPUTER TAPE(S) 
D errnFR(BprriFY? 

I I . FILE IS USED 
O DAILY 9 WEEKLY O MONTHLY 

12. CURRENT LOCATION(S) (BLDC.,FLOOR,ROOM) 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building 

12. FILE BECOMES INACTIVE AFTER 
O MONTH(S) Q YEAR(S) 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
tlF YES, SPECIFY AGENCY OR OFFICE I."' 
O YES jf> NO • '..,Y ;>{ 

I S . ACCESS RESTRICTIONS O YES B NO 
{IF YES, CITE LAW(B) * REGULATION!s) 

17. IS AN INDEX SYSTEM USEDT (ir YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY MARDBARE/SOFTWARE ) 

O YES O NO 

I B . RECOMMENDED RETENTION 

Retain permanently. 

I B . NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 
,313-2350 

21 DATE 
3-06-92 Marsha, McLau'khJin Records Retention Officer 



INSTRUCT IONS --TYPE OR PRINT A 
sAtATC FORM FOR EACH NEW O R 
REYTSED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS SBO-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX*27S 

JESSUP, MARYLAND 207t4 

AGENCY RECORDS INVENTORY 
INSTRUCT IONS --TYPE OR PRINT A 
sAtATC FORM FOR EACH NEW O R 
REYTSED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS SBO-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX*27S 

JESSUP, MARYLAND 207t4 PACE __8 OF 2 6 

[ I. DEPARTMENT/ACENCY 
| Planning- & Zoning 

t. DIVISION 
Comprehensive & Transp. Planning 

2. UNIT 

'< DEFINITION-RECORD SERIES-* O R O U P °* W W T E D RECORDS NORMALLY PILED AND USED AS A UNIT FOR 
1 REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFOSES 
| " ~" ~ ' ' 1 
j 4. RECORD SERIES TITLE 
' COL - Columbia 

8. EARLIEST YEAR/LATEST YEAR 
1979 T O Present 

C. RECORD SERIES DESCRIPTION B " C R I B E THE TYPES O F INPORMATION/OOCUMENTS/PORMS POUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE BEPIES) 

File 1. Neighborhood Boundaries 
File 2. Columbia Design Study Correspondence and studies about New Town of 

Columbia. 

O^LEI 

:CORD SERIES FORMAT(S) 

:TTER SI2E O MICROFILM 
O LEGAL SIZE O COMPUTER TAPE 

O BOUND BOOK O FLOPPY DISK 

D AUDIO TAPE O VIDEO TAPE 

O OTHER{SPECIFY) 

RECORD SERIES SEQUENCE 

O ALPHABETICAL 

$ NUMERICAL 

O CHRONOLOGICAL 

O GEOGRAPHICAL 

O OTHER(SPECIFY) 

11. FILE IS USED 
O DAILY O WEEKLY B MONTHLY 

t. VOLUME 
\ R FILE DRAWER(S) 

NUMBER 

O MICROFILM REEL(S) 
O COMPUTER TAPE(S) 
O OTHER{SPEC I FY) 

10. ANNUAL ACCUMULATION 
D FILE DRAWERf S) 
O MICROFILM REEL(S) 

NUMBER D COMPUTER TAPE(S) 
• D tffHFB[«;prriFY) 

12. FILE BECOMES INACTIVE AFTER 

13. CURRENT LOCATION(S) (BLDC..FLOOR.ROOM) 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
(IF YES, SPEC I FY /.OENCY OR OFFICE ) 
O Y E S f> N O 

IS. ACCESS RESTRICTIONS O YES B N O 
(IP YEB , CITE LAW(S) A REOULATI ON ( S ) 

IS. AUDIT REQUIREMENTS 

CRNONE D STATE O FEDERAL O INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY KAnDBARE/sOFTBARE) 

O Y E S O N O 

18. RECOMMENDED RETENTION 

Retain permanently. 

18. NAME A N D TITLE OF PREPARER 20. TELEPHONE NUMBER 
313-2350 . 

tt. DATE 
3-06-92 Marsha McLaughlin 

Records Retention Officer 



INSTRUCT 1CMS-'TYPE OR PRINT A 
a W A T E FORM FOR EACH NEW OR 
R^TlSED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS SBO-1) 

DEPARTMENT OF CENTRAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7X71 WATERLOO ROAD 
P.O. BQX*27B 

JESSUP, MARYLAND 207B4 

AGENCY RECORDS INVENTORY 
INSTRUCT 1CMS-'TYPE OR PRINT A 
a W A T E FORM FOR EACH NEW OR 
R^TlSED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS SBO-1) 

DEPARTMENT OF CENTRAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7X71 WATERLOO ROAD 
P.O. BQX*27B 

JESSUP, MARYLAND 207B4 PACE 9 OF 26f 

[ 1. DEPARTMENT/AGENCY 

| Planning & Zoning 
2. DIVISION 
Comprehensive & Transp. Planning 

9. UNIT 

DEFINITION-RECORD SERIES-A O R O U P O F R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S •__ 

4 . RECORD SERIES TITLE 
Elk - Elkridge 

EARLIEST YEAR/LATEST YEAR 
19.86 T O Present 

RECORD SERIES DESCRIPTION J B R , K , R I - V D E S C R I B E T H E T Y P E S O F INFORMATI O N / D O C U M E N T S / F O R M S P O U N D 
I N THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O P T H E S E P / I E S ) 

General Correspondence related to capital 
facilities, human services, land use data, 
S. Hanover Rd., railroad station, etc. 

OKEI 

•.COTS) SERIES FORMAT(S) 

lTTER SIZE O MICROFILM 

D LEGAL SIZE O COMPUTER TAPE 

O BOUND BOOK D FLOPPY DISK 

O AUDIO TAPE Q VIDEO TAPE 

D OTHER ISPECI FY J 

4. RECORD SERIES SEQUENCE 

O ALPHABETICAL 

$ NUMERICAL 

O CHRONOLOGICAL 

O GEOGRAPHICAL 

O OTHER(SPECI FY) 

A . VOLUME 
1 $ FILE DRAWER(S) 

Q MICROFILM REEL(S) 
D COMPUTER TAPE(S) 

N U M B E R 0 OTHER(SPECI FY) 

10. ANNUAL ACCUMULATION 
0 FILE DRAWER(S) 
D MICROFILM REEL(S) 

HUMBETt ° COMPUTER TAPE( S ) 
1 

1 1 ' FILE IS USED 
O DAILY O WEEKLY O MONTHLY 

1 D «arrHFR(SPECIFYL^_ 
1 2 * FILE BECOMES INACTIVE AFTER 

RTJHBETT ° * « ™ l S > " Y E A R I S , | 

IS. CURRENT LOCATION(S) (BLDG. .FLOOR.ROOM) 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? 
tlF YES, SPECIFY AOENCV OR OFFICE) 
O Y E S O N O 

IS. ACCESS RESTRICTIONS O YES B NO 
( IF YES, CITE LAW(S) * REOULAT1ON(s) 

14. AUDIT REQUIREMENTS 

CRNONE • STATE O FEDERAL D INDEPENDENT 

17. IS A N INDEX SYSTEM USED I ( I F Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D B A R E / S O F T W A R E ) 

O Y E S D N O 

T A . RECOMMENDED RETENTION 

Retain permanently. 

T A . NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 
313-2350 

at DATE 
3-06-92 Marsha McLaughlin 

Records Retention Officer 



INSTRUCTIONS--TYPE OR PRINT A 
S^felATE FORM FOR EACH NEW OR 
R~PTSED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 880*1} 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX'S71 

JESSUP, MARYLAND 20784 

AGENCY RECORDS INVENTORY 
INSTRUCTIONS--TYPE OR PRINT A 
S^felATE FORM FOR EACH NEW OR 
R~PTSED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 880*1} 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX'S71 

JESSUP, MARYLAND 20784 PACE 10 OF 26 

j |. DEPARTMENT/AGENCY 
| Planning- & Zoning 

X. DIVISION 
Comprehensive & Transp. Planning 

8. UNIT 

i DEFINITION-RECORD SERIES-* O R O U P O F B K I - A T E D M C O H D B NORMALLY P I L E D A N D U S E D A S A U N I T P O R 
1 R E F E R E N C E A S W E L L A W R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

; 4. RECORD SERIES TITLE 

! ELL - Ellicott City 
8. EARLIEST YEAR/LATEST YEAR 

1973 TOPreaent 

' 8. RECORD SERIES DESCRIPTION (•R,LRFL-Y D E S C R I B E T H E T Y P E S O P I N F O R M A T I O N / D O C U M C N T S / P O R M B P O U N D 
j I N THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E P I E S ) 

General correspondence concerning Ellicott City, including historic preservation, grants 
studies and plans. 

7_BBECORD SERIES FORMAT(S) 

D"EETTEH SIZE O MICROFILM 

O LEGAL SIZE D COMPUTER TAPE 

O BOUND BOOK O FLOPPY DISK 

O AUDIO TAPE O VIDEO TAPE 

O OTHER(SPECIFY) 

8. RECORD SERIES SEQUENCE 

O ALPHABETICAL 

jB NUMERICAL 

O CHRONOLOGICAL 

O GEOGRAPHICAL 

D OTHER(SPECIFY) 

8. VOLUME 
h XKFILE DRAWER(S) 

O MICROFILM REEL(S) 
O COMPUTER TAPE(S| 

N U M B E R Q OTHERJSPECIFY) 

10. ANNUAL ACCUMULATION 
0 FILE DRAWER(S) 
O MICROFILM REEL(S) 

l ~ U M 0 K Ft ~ * w < • *•* » » • w — « ( f 

. O OTHPB/SprrlFYl 
1 1 * FILE IS USED 

O DAILY O WEEKLY O MONTHLY 

1 2 * FILE BECOMES INACTIVE AFTER j 
_ _ _ _ _ D MONTH(S) • YEAR(S) j 
NUMBER 

I S . CURRENT LOCATION(S) (BLOC..FLOOR,ROOM) 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building 

14. IS RECORD SERIES DUPLICATED ELSEWHERET j 
tlP Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 
O Y E S O N O 

IS. ACCESS RESTRICTIONS O YES D N O 
(IP Y E S . C I T E LAW(s) A R E O U L A T I O N ( B ) 

18. AUDIT REQUIREMENTS 
, _ ~"\ 

Q^NONE D STATE O FEDERAL "O^I.INDEPENDENT 
17. IS AN INDEX SYSTEM USED? ( I F Y E S . E X P L A I N 

B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

Y E S O N O 

i 
18. RECOMMENDED!RETENTION i 

- 1 

Retaxn permanently. i 

» • 

18. NAME AND TITLE OF PREPARER 
Marsha McLaughlin 
Records Retention Officer 

20. TELEPHONE NUMBER 
313-2350 

XI . DATE 
3-06-92 



INSTRUCT 1QMS--TYPE OR PRINT A 
E^HtATE FORM FOR EACH NEW OR 
REWSED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 880-1} 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7Z7I WATERLOO ROAD 
P.O. BOX*X7B 

JESSUP, MARYLAND 207*4 

AGENCY RECORDS INVENTORY 
INSTRUCT 1QMS--TYPE OR PRINT A 
E^HtATE FORM FOR EACH NEW OR 
REWSED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 880-1} 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7Z7I WATERLOO ROAD 
P.O. BOX*X7B 

JESSUP, MARYLAND 207*4 PAGE 11 OF 26 

| I. DEPARTMENT/AGENCY 
| Planning & Zoning 

X. DIVISION 
Comprehensive & Transp. Planning 

2. UNIT 

j DEFINITION-RECORD SERIES- A OROUP OP RELATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AW RETENTION AND DISPOSITION PURPOSES 

j 4. RECORD SERIES TITLE 

ENV - Environmental Health 
8. EARLIEST YEAR/LATEST YEAR 

1981 TO Present 

I g > RECORD SERIES DESCRIPTION (•R,E',L'V DESCRIBE THE TYPES O F IN FORMAT I ON/DOCUMENT S/FORMB POUND 
1H THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE BEPIES) 

Genral correspondence regarding noise, air quality, and other environmental concerns. 

7d SECORD SERIES FORMAT(SJ 8. RECORD SERIES SEQUENCE 8. VOLUME 
1 

D 
HETTER SIZE O MICROFILM 
LEGAL SIZE O COMPUTER TAPE 

O ALPHABETICAL 
$ NUMERICAL 

h XKFILE DRAWER(S) 
O MICROFILM REEL(S) 
D COMPUTER TAPEfSl 

NUMBER D OTHER(SPEC 1 FY) O BOUND BOOK D FLOPPY DISK O CHRONOLOGICAL 

h XKFILE DRAWER(S) 
O MICROFILM REEL(S) 
D COMPUTER TAPEfSl 

NUMBER D OTHER(SPEC 1 FY) 

O AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCUMULATION 
o OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S) 

O MICROFILM REEL(S) 
n U M B L K -_r > B— *» • ' — | f 

D efTHFB(SPrriFV) II. FILE IS USED 
D DAILY O WEEKLY O MONTHLY 

1 1 • FILE BECOMES INACTIVE AFTER 
O MONTH(S) OYEAR(S) 

HUMBER 
12. CURRENT LOCATION!S) (BLDC..FLOOR.ROOM) 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
tlF YES, SPECIFY AOENCY OR OFFICE ) 
O YES O N O 

18. ACCESS RESTRICTIONS O YES B N O 
(IF YES. CITE LAW(S) A REOULATION(S) 

IS. AUDIT REQUIREMENTS 

Cfc NONE D STATE O FEDERAL O INDEPENDENT 

17. IS AN INDEX SYSTEM USED? ( | F YES.EXPLAIN 
BRIEFLY AKD DESCRIBE ANY MAPDBARE./SOFTWARE ) 

O Y E S O N O 

IS. RECOMMENDED RETENTION 

Retain ten (10) years,, then destroy, 

18. MA»— *MQ TITTLE OF PREPARER 

^ ^ f f i e S & i Officer 
20. TELEPHONE NUMBER 

, 3.13-23.50 . 
XI, DATE 

- 3-06-92 



INSTRUCT 1CMS"'TYPE OR PRINT A 
S _ A R A T E FORM FOR EACH N E W OR 
R U T S E D RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS SBO-I) 

DEPARTMENT OF CENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727• WATERLOO ROAD 
P.O. BOX*27B 

JESSUP, MARYLAND 20724 

AGENCY RECORDS INVENTORY 
INSTRUCT 1CMS"'TYPE OR PRINT A 
S _ A R A T E FORM FOR EACH N E W OR 
R U T S E D RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS SBO-I) 

DEPARTMENT OF CENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727• WATERLOO ROAD 
P.O. BOX*27B 

JESSUP, MARYLAND 20724 PACE 12 OF 2 6 

j I. DEPARTMENT/AGENCY 

| Planning- & Zoning 
2. DIVISION 
Comprehensive & Transp. Planning 

2. U N I T 

DEFINITION-RECORD SERIES A O R O U P O F R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S ; 

4. RECORD SERIES TITLE 
GE - General Plan 

B. EARLIEST YEAR/LATEST YEAR 
- \?76 T O PrVQPnt-

4. RECORD SERIES DESCRIPTION (BMLLLFL-V D E B C R I B E T H E T Y P E S O P I H P O R M A T I O N / D O C U M C N T B / F O R M S F O U N D 
I N THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O P T H E S E P / I E S ) 

Correspondence/studies regarding various:,stages of providing a General Plan for 
Howard County., 1 > e > f fire/emergency service studies, human service studies, land use 
studies, energy, community facilities, guidelines, etc. 

•.CORD SERIES FORMAT(S) 
iTTER SIZE O MICROFILM 

D LEGAL SIZE D COMPUTER TAPE 
O BOUND BOOK O FLOPPY DISK 
D AUDIO TAPE O VIDEO TAPE 
D OTHER (SPECIFYJ 

8. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
jB NUMERICAL 
O CHRONOLOGICAL 
O GEOGRAPHICAL 
O OTHER(SPECIFY) 

tl. FILE IS USED 
O DAILY O WEEKLY O MONTHLY 

IS. CURRENT LOCATION(S) (BLDG. .FLOOR.ROOM) 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building 

8. VOLUME 
, 4 Q FILE DRAWER(S) 

O MICROFILM REEL(S) 
O COMPUTER TAPE(S) 

N U M B E R O OTHER(SPEC I FY) 

10. ANNUAL ACCUMULATION 
D FILE DRAWER(S) 
• MICROFILM REEL(S) 

N U M B E R ° COMPUTER TAPE(S) 
D f f f H F P j c p r n r Y ) 

1 Z • FILE BECOMES INACTIVE AFTER 
O MONTH(S) D YEAR(S) 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? 
(IF YES, SPECIFY AOENCY OR OFFICE) 
O YES O N O 

IS. ACCESS RESTRICTIONS D YES B NO 
(IF YES, CITE LAW(S) • REOULATION(S) 

14. AUDIT REQUIREMENTS 

t?( NONE O STATE O FEDERAL D INDEPENDENT 

17. IS A N INDEX SYSTEM USED? ( IF YES.EXPLAIN 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

D Y E S O N O 

18. NAME AND TITLE OF PREPARER 
Marsha McLaughlin 
Records Retention Officer 

18. RECOMMENDED RETENTION 
Files 1 thru 10, incl., retain five (5) years 
ttien destroy. 
Files 11 thru 20, incl., retain thr.ee C3)„years 
then destroy. 

, Files 21 thru 28, incl., retain teh(10) years 
then elebtvoy 

20. TELEPHONE NUMBER 
313-2350 

2 1 . DATE 
.3-06.-92 

http://thr.ee


INSTRUCT IONS--TYPE OR PRINT A 
BJA R A T E FORM FOR EACH NEW OR 
RBSaVEED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS SBO-I) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7X7B WATERLOO ROAD 
P.O. BOX*27S 

JESSUP, MARYLAND 20784 

AGENCY RECORDS INVENTORY 
INSTRUCT IONS--TYPE OR PRINT A 
BJA R A T E FORM FOR EACH NEW OR 
RBSaVEED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS SBO-I) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7X7B WATERLOO ROAD 
P.O. BOX*27S 

JESSUP, MARYLAND 20784 PAGE 13 OF 2 6 

| I. DEPARTMENT/AGENCY 
| Planning & Zoning 

2. DIVISION 
Comprehensive & Transp. Planning 

2. U N I T 

REFERENCE A« WELL AW HETKNTIOW AND PlgPOglTION PURPOSES 
4. RECORD SERIES TITLE 

GR - Grant Programs 
8. EARLIEST YEAR/LATEST YEAR 

,1979 T O Present 

4. RECORD SERIES DESCRIPTION (• R ,« r L- Y DESCRIBE THE TYPES O F IN FORMAT I ON/DOCUMENTS/FORMS POUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEP/IES) 

General correspondence related to various grant programs, i.e., "701", Guilford, CDBG, etc. 

T^TRECORD SERIES FORMAT(S) 

G U T T E R SIZE O MICROFILM 

O LEGAL SIZE D COMPUTER TAPE 

D SOUND BOOK O FLOPPY DISK 

O AUDIO TAPE D VIDEO TAPE 

O OTHER(SPECIFY) 

8. RECORD SERIES SEQUENCE 

O ALPHABETICAL 

jf> NUMERICAL 

D CHRONOLOGICAL 

• GEOGRAPHICAL 

O OTHER(SPECIFY) 

8. VOLUME 
h BXFILE DRAWER(S) 

O MICROFILM REEL(S) 
H COMPUTER TAPEfS) 

NUMBER D OTHER(SPEC1 FY) 

10. ANNUAL ACCUMULATION 
O FILE DRAWER(S) 
O MICROFILM REEL(S) 

WTJ WMBBSB ft •»»» » » • w — """" % f 
O OTHFBfsprrirvl 

1 1 * FILE IS USED 
O DAILY O WEEKLY O MONTHLY 

1 2 * FILE BECOMES INACTIVE AFTER j 
RTJWBETT ° » « H C » > O YEAR[S) j 

IS. CURRENT LOCATION(S) (BLOC.,FLOOR,ROOM) 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? j 

(IF YEW, SPECIFY AOENCY OR OFFICE) 
a Y E S O NO 

IS. ACCESS RESTRICTIONS O YES D NO 
(IF YEW. CITE LAW(S) A REOULAT 1 ON(• ) 

14. AUDIT REQUIREMENTS 

CKNCNE D STATE O FEDERAL 0. INDEPENDENT | 

17. IS AN INDEX SYSTEM USED? ( IF YES.EXPLAIN 
BRIEFLY AKD DESCRIBE ANY HARDBARE/SOFTWARE ) 

O Y E S O NO • 18. RECOMMENDED RETENTION 

File 1. CDBG (a-w),retain 10. years, then 
de'stroy. 
File 3 (a-h)„,retain 5 years, then destroy. 
File 6 (1-7), retain 10 ..years-,? 'then destroy, j 

18. NAME * "1 TITLE OF PREPARER 
Marsha McLaughlin. 
Records Retention Officer 

20. TELEPHONE NUMBER 
313-2350 

i 
21. DATE 

3-06-92 



INSTWUCTIQMS--TYPE OR PRINT A 
H E FORM FOR EACH NEW OR 
ID RECORD SERIES. FORWARD 

WITH RECORDS RETENTION SCHEDULE 
(DGS S S O - I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX*27l 

JESSUP. MARYLAND 20714 

AGENCY RECORDS INVENTORY 

PAGE 14 or 26 

j I . DEPARTMENT/AGENCY 

| Planning- & Zoning 
2. DIVISION 
Comprehensive & Transp. Planning] 

8. U N I T 

DEFINITION-RECORD SERIES-A OROUF OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AW RETENTION AND DISPOSITION PURPOSES ^_ 

4. RECORD SERIES TITLE 
HIS - Historical Preservation 

8. EARLIEST YEAR/LATEST YEAR 
- 1975 T O Present 

G # RECORD SERIES DESCRIPTION | * " , I I P L - T DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEFTIES) 

Studies and general correspondence pertaining to historic preservation in Howard County. 

RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME 

4 

o 
PETTER SIZE O MICROFILM 

LEGAL SIZE D COMPUTER TAPE 

O ALPHABETICAL 

f> NUMERICAL 

"2 

NUMBER 

H FILE DRAWER(S) 
0 MICROFILM REEL(S) 
O COMPUTER TAPE(S) 

c BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL 

"2 

NUMBER D OTHER(SPECIFY) 

V AUDIO TAPE O VIDEO TAPE Q GEOGRAPHICAL 10. ANNUAL ACCUMULATION 
o OTHERISPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S) 

D MICROFILM REEL(S) 
D COMPUTER TAPE(S) 
• O f T W T R ( « ; P F r l F Y ) 

— l U M V . — I 

D MICROFILM REEL(S) 
D COMPUTER TAPE(S) 
• O f T W T R ( « ; P F r l F Y ) 

1 1 * FILE IS USED 
O DAILY D WEEKLY D MONTHLY 

12. FILE BECOMES INACTIVE AFTER 
_ _ _ _ _ D MONTH(S) D YEAR(S) HUMBER " 

I S . CURRENT LOCATION(S) (BLDC. .FLOOR.ROOM) 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building 

14. IS RECORD SERIES DUPLICATED ELSEWHEREt 
f IF YES, SPECIFY AOENCY OR OFFICE) 
Q Y E S O N O 

18. ACCESS RESTRICTIONS O YES B N O 
(IF YES , CITE LAW(S) A RSBULATI ON ( B ) 

18. AUDIT REQUIREMENTS 

NONE D STATE O FEDERAL O INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT ( IF YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY MARDWARC/SOFTBARE) 

O Y E S D N O 

18. RECOMMENDED RETENTION 

Retain permanently. 

I S . NAME AND TITLE OF PREPARER 
Marsha McLaughlin, 
Records Retention Officer 

20. TELEPHONE NUMBER 
313-2350 . 

21. DATE 
3-06-9.2 



I N S T R U C T 1CMS--TYPE OR PRINT A 
SG0VARATE FORM FOR EACH NEW OR 
RB^PEED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 880-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7Z7I WATERLOO ROAD 
P.O. BOX 271 

JESSUP, MARYLAND 207*4 

AGENCY RECORDS INVENTORY 
I N S T R U C T 1CMS--TYPE OR PRINT A 
SG0VARATE FORM FOR EACH NEW OR 
RB^PEED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS 880-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7Z7I WATERLOO ROAD 
P.O. BOX 271 

JESSUP, MARYLAND 207*4 PACE . 15 OF 26 

| f. DEPARTMENT/ACENCY 
| Planning- & Zoning 

2. DIVISION 
Comprehensive & Transp. Planning 

2. U N I T 

^ DEFINITION-RECORD SERIES-* O R O U P ° ' RELATED RECORDS NORMALLY FILED AND VSBO AW A ON 1 T FOR 
1 REFERENCE AW WELL AS RETENTION AND DISPOSITION PURPOSES 

I 4. RECORD SERIES TITLE 

i HO - Housing and Commnn-i t-y T)P.VP1 npm^nr 

S. EARLIEST YEAR/LATEST YEAR 
1978 T O PrAften1" 

' 4. RECORD SERIES DESCRIPTION (•R,EFL,V DESCRIBE THE TYPES O P IN FORMAT I ON/DOCUMENTS/FORMS POUND 
| 1N THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE lEPIEI) 

General correspondence, policies and studies. 

7^RECORD SERIES FORMAT(S) 
^^ETTER SIZE O MICROFILM 
C LEGAL SIZE O COMPUTER TAPE 
D BOUND BOOK O FLOPPY DISK 
D AUDIO TAPE D VIDEO TAPE 
O OTHER(SPEC IFY) 

8. RECORD SERIES SEQUENCE 
D ALPHABETICAL 
$ NUMERICAL 
O CHRONOLOGICAL 
0 GEOGRAPHICAL 
O OTHER(SPEC1 FY J 

8. VOLUME 
h H FILE DRAWER{S) 

O MICROFILM REEL(S} 
D COMPUTER TAPEfS) 

NUMBER D OTHER(SPEC1 FY) 

7^RECORD SERIES FORMAT(S) 
^^ETTER SIZE O MICROFILM 
C LEGAL SIZE O COMPUTER TAPE 
D BOUND BOOK O FLOPPY DISK 
D AUDIO TAPE D VIDEO TAPE 
O OTHER(SPEC IFY) 

8. RECORD SERIES SEQUENCE 
D ALPHABETICAL 
$ NUMERICAL 
O CHRONOLOGICAL 
0 GEOGRAPHICAL 
O OTHER(SPEC1 FY J 

10. ANNUAL ACCUMULATION 
O FILE DRAWER(S) 
O MICROFILM REEL(S) 

D ffrHFR/sprrinrl 
1 1 ' FILE IS USED 

D DAILY O WEEKLY D MONTHLY 
, Z • FILE BECOMES INACTIVE AFTER j 

HTJlXBTTr °»°NTHIS) °YEAR(S, I 
IS. CURRENT LOCATION(S) ( BLDG.,FLOOR,ROOM) 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? j 
(|F YES , SPECIFY M E N C T OR OFFICE) 
O YES O NO 

15. ACCESS RESTRICTIONS O YES B NO 
(IF YES. CITE LAW(S) A REOULAT1ON(S) 

14. AUDIT REQUIREMENTS 

CXNONE O STATE O FEDERAL D INDEPENDENT 

17. IS AN INDEX SYSTEM USED? ( IF YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY KARDBARE/SOFTWARE) 

D YES O NO • 18. RECOMMENDED RETENTION- • ;. ; ; 

Files 6, 8, 13, 16 '& 17 retain ten (10) years, 
the"n destrov. : ' 

It. NAM** »*̂ n TITte OF PREPARER 
Marsha McLaughlin 
Records Retention Officer 

20. TELEPHONE NUMBER 
313-2350 

2 1 . DATE 
3-06-92 



INSTRUCT IONS--TYPE OR PRINT A 
SBjfeRATE FORM FOR EACH NEW OR 
RJWJPBED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS SBO-I) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727• WATERLOO ROAD 
P.O. BOX*27S 

JESSUP, MARYLAND 20714 

AGENCY RECORDS INVENTORY 
INSTRUCT IONS--TYPE OR PRINT A 
SBjfeRATE FORM FOR EACH NEW OR 
RJWJPBED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DCS SBO-I) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727• WATERLOO ROAD 
P.O. BOX*27S 

JESSUP, MARYLAND 20714 PAGE 16 OF _ 26 

| I. DEPARTMENT /AGENCY 
| Planning- & Zoning 

2. DIVISION 
Comprehensive & Transp. Planning 

2. UNIT 

i DEFINITION-RECORD SERIES-* ° n o u* °* RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
! REFERENCE AS WELL AS RETENTION AND DISPOSITION P U R P O S E S 
i \ " — " ~ 

j 4. RECORD SERIES TITLE 
! HO CO - Howard County Data 

S. EARLIEST YEAR/LATEST YEAR 
1978 YO Present 

' •. RECORD SERIES DESCRIPTION (•R,,tr,-Y DESCRIBE THE TYPES O P INFORMATION/DOCUMENTS/FORMS POUND 
j IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEPIEE) 

Technical and general correspondence pertaining to Howard County. 

LCORD SERIES FORMAT(S) 

:TTER SI2E • MICROFILM 
O LEGAL SIZE • COMPUTER TAPE 

O SOUND BOOK O FLOPPY DISK 

O AUDIO TAPE O VIDEO TAPE 

t3 OTHER(SPECIFY) 

S. RECORD SERIES SEQUENCE 
• ALPHABETICAL 
f> NUMERICAL 
O CHRONOLOGICAL 
O GEOGRAPHICAL 
O OTHER(SPECIFY) 

I I . FILE IS USED 
O DAILY O WEEKLY O MONTHLY 

t. VOLUME 
2I5 0XFILE DRAWER ( S ) 

O MICROFILM REEL(S) 
a COMPUTER TAPE(S) NUMBER O OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
O FILE DRAWERfS) 
• MICROFILM REEL(S) 

NUMBER D COMPUTER TAPE(S) 
D «—viFB(«;PFriFY) 

12. FILE BECOMES INACTIVE AFTER 
tnwsnr P MONTH(S) D YEAR[S) 

13. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM) 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building 

14. IS RECORD SERIES DUPLICATED ELSEWHEREt 
I IF YES , SPECIFY AOENCY OR OFFICE ) 
O YES O NO 

IS. ACCESS RESTRICTIONS O YES O NO 
(IF YES, CITE LAW(S) A RBOULATION(S) 

I S . AUDIT REQUIREMENTS 

•TC NONE O STATE O FEDERAL D INDEPENDENT 

17. IS AN INDEX SYSTEM USED? ( |p VK B. EXP LA IN 
BRIEFLY AKD DESCRIBE ANY HAnDRARE/SOFTWARE ) 

O YES O NO 

I S . RECOMMENDED RETENTION 

Files 1 thru 7, retain ten(10)years, then 
dest'roy. 
Files 10, 12, 15 & 16,•• retain ten..(10) years, 
then destroy. 

I S . NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 
313-2350 

2 1 . DATE 
3-06-92 Marsha McLaughlin 

Records Retention Officer 



INSTRUCT IONS --TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
^AsED RECORD SERIES. FORWARD 
WTO* RECORDS RETENTION SCHEDULE 
(DCS SBO-I) 

DEPARTMENT OF GENERAL, SERVICES 
RECORDS MANAGEMENT DIVISION 

727S WATERLOO ROAD 
P.O. BOX*27B 

JESSUP, MARYLAND 207B4 

AGENCY RECORDS INVENTORY 
INSTRUCT IONS --TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
^AsED RECORD SERIES. FORWARD 
WTO* RECORDS RETENTION SCHEDULE 
(DCS SBO-I) 

DEPARTMENT OF GENERAL, SERVICES 
RECORDS MANAGEMENT DIVISION 

727S WATERLOO ROAD 
P.O. BOX*27B 

JESSUP, MARYLAND 207B4 PAGE I? OF 26 

| t. DEPARTMENT/AGENCY 
| Planning & Zoning 

2. DIVISION 
Comprehensive & Transp. Planning 

2. UNIT 

DEFINITION-RECORD SERIES-* O R O U P °r **LATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 

• 4. RECORD SERIES TITLE 
' OF - Office 

S. EARLIEST YEAR/LATEST YEAR 
1975 TO Present 

i RECORD SERIES DESCRIPTION (•R,KRI-V DESCRIBE THE TYPES OF IN FORMAT I ON/DOCUMENTS/FORMS FOUND 
: IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SEP/1 EE) 

General correspondence pertaining to this Division, i.e., office logs, inventory, budgets, etc. 

7. RECORD SERIES FORMAT(S) 

^ ^ E T T E R SIZE O MICROFILM 

O LEGAL SIZE D COMPUTER TAPE 

O BOUND BOOK • FLOPPY DISK 

D AUDIO TAPE D VIDEO TAPE 

D OTHER(SPEC IFY) 

4. RECORD SERIES SEQUENCE 

O ALPHABETICAL 

$ NUMERICAL 

O CHRONOLOGICAL 

• GEOGRAPHICAL 

D OTHER(SPEC IFY) 

VOLUME 
2% XXFILE DRAWER( S ) 

• MICROFILM REEL(S) 
D COMPUTER TAPE(S) NUMBER O OTHER(SPEC I FY J 

10. ANNUAL ACCUMULATION 
• FILE DRAWER(S) 
O MICROFILM REEL(S) 

NUMBER D COMPUTER TAPE(S) 
• D cyrMFPfcsPFriFV] 4-

II FILE IS USED 
O DAILY O WEEKLY D MONTHLY 

12. FILE BECOMES INACTIVE AFTER 
D MONTH(S) C YEAR(S) 

NUMBER 
IS. CURRENT LOCATION(S) (BLDC. .FLOOR.ROOM) 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
(IF YES, SPECIFY AOENCY OR OFFICE) 
O Y E S • N O 

IS. ACCESS RESTRICTIONS • YES B NO 
(IF YES, CITE LAW(S) A REGULATION!S) 

14. AUDIT REQUIREMENTS 

9( NONE O STATE • FEDERAL D INDEPENDENT 

17. IS AN INDEX SYSTEM USED? ( IF YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

O Y E S O N O 

18. RECOMMENDED RETENTION 
File 2. Retain three(3) years, then destroy. 
File 5. Retain ten,.(10) years, then destroy. 
File 8. Retain five(5) years, then destroy. 

18. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 
313-2350 

21, DATE 
3-06-92 Marsha McLaughlin 

Records Retention Officer 



INSTRUCT 1CMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
A l S E D RECORD SERIES. FORWARD 
WTTH RECORDS RETENTION SCHEDULE 
(DGS S B O - I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 Z 7 S WATERLOO ROAD 
P.O. B O X * 2 7 S 

JESSUP. MARYLAND 2 0 7 S 4 

AGENCY RECORDS INVENTORY 
INSTRUCT 1CMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
A l S E D RECORD SERIES. FORWARD 
WTTH RECORDS RETENTION SCHEDULE 
(DGS S B O - I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 Z 7 S WATERLOO ROAD 
P.O. B O X * 2 7 S 

JESSUP. MARYLAND 2 0 7 S 4 
PAGE _18_ OF 2 6 

| I . DEPARTMENT/AGENCY 
| Planning & Zoning 

2. DIVISION 
Comprehensive & Transp. Planninj 

S . UNIT 

' DEFINITION-RECORD SERIES-* O R O W P O F RELATED RCCORDB NORMALLY FILED AND USED AW A UNIT FOR 
1 REFERENCE AS WEI-L AS RETENTION AND DISPOSITION PURPOSES 
j 4 . RECORD SERIES TITLE 
i REC - Recreation and Parks 
i—.—, . 

S. EARLIEST YEAR/LATEST YEAR 
1978 ye Present 

' 4. RECORD SERIES DESCRIPTION ("MLKRUY DESCRIBE THE TYPES OP IN FORMAT I ON/DOCUMENTS/FORMS FOUND 
: IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEPIES) 

Correspondence pertaining to-open space studies, conservation matters, parks, etc. 

7 . RECORD SERIES FORMAT(S) 
^^-ETTER SIZE O MICROFILM 
O LEGAL SIZE D COMPUTER TAPE 
O BOUND BOOK O FLOPPY DISK 
D AUDIO TAPE O VIDEO TAPE 
O OTHER(SPECIFY) 

S. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
B NUMERICAL 
O CHRONOLOGICAL 
O GEOGRAPHICAL 
O OTHER(SPECIFY) 

t. VOLUME 
3/4 a FILE DRAWER(S) 

O MICROFILM REEL(S) 
D COMPUTER TAPE f SI 

NUMBER D OTHER[SPEC1FY) 

7 . RECORD SERIES FORMAT(S) 
^^-ETTER SIZE O MICROFILM 
O LEGAL SIZE D COMPUTER TAPE 
O BOUND BOOK O FLOPPY DISK 
D AUDIO TAPE O VIDEO TAPE 
O OTHER(SPECIFY) 

S. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
B NUMERICAL 
O CHRONOLOGICAL 
O GEOGRAPHICAL 
O OTHER(SPECIFY) 

1 0 . ANNUAL ACCUMULATION 
O FILE DRAWER(S) 
0 MICROFILM REEL(S) 

NUMBER D COMPUTER TAPE(S) 
. a O T H T B / w n r v l * 

1 0 . ANNUAL ACCUMULATION 
O FILE DRAWER(S) 
0 MICROFILM REEL(S) 

NUMBER D COMPUTER TAPE(S) 
. a O T H T B / w n r v l * 

1 1 * FILE IS USED 
O DAILY IP WEEKLY O MONTHLY 

1 2 * FILE BECOMES INACTIVE AFTER 1 
« m n * i r °>«<™<*> »VEAR(s, j 

I S . CURRENT LOCATION(S) (BLDC..FLOOR.ROOM) 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building 

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE? ] 
tlF YES, SPECIFY AOENCY OR OFFICE! J 
O YES g NO 

I S . ACCESS RESTRICTIONS O YES J$t NO 
1 IF YXS, CITE LAW(S) * REOULAT 1 ON( •) 

1 4 . AUDIT REQUIREMENTS 

J? NONE O STATE O FEDERAL , D INDEPENDENT 

1 7 - IS AN INDEX SYSTEM USED? (|r VES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

O YES O NO • 
1 

I S . RECOMMENDED RETENTION | 
Retain ten (10) years, then destroy. 

I S . NAME AND TITLE OF PREPARER 
Marsha McLaughlin 
Records Retention Officer 

S O . TELEPHONE NUMBER 
.313-2350 

S I . DATE j 
3-06-92 . 



INSTRUCT1CMS-.TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
^ « S E D RECORD SERIES. FORWARD 
WTCH RECORDS RETENTION SCHEDULE 
(DCS 180-1) 

DEPARTMENT OF GENERAL SEFVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX*27l 

JESSUP, MARYLAND 20714 

AGENCY RECORDS INVENTORY 
INSTRUCT1CMS-.TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
^ « S E D RECORD SERIES. FORWARD 
WTCH RECORDS RETENTION SCHEDULE 
(DCS 180-1) 

DEPARTMENT OF GENERAL SEFVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX*27l 

JESSUP, MARYLAND 20714 PAGE 1 9 OF 26 

[ 1. DEPARTMENT/AGENCY 
| Planning & Zoning 

2. DIVISION 
Comprehensive & Transp. Planninj 

8. U N I T 

DEFINITION-RECORD SERIES' A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AW RETENTION AND DISPOSITION PURPOSES 

8. EARLIEST YEAR/LATEST YEAR 
1979 Present 

• 4. RECORD SERIES TITLE 
J REG - Regional Planning Council 

' 8. RECORD SERIES DESCRIPTION (•R,KFL-V DESCRIBE THE TYPES OF IN FORMAT ION/DOCUMENTS/FORMS POUND 
j IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEPIEE) 

I Correspondence pertaining to statistical information on population, housing, etc. for 
' Howard County in context of Regional Planning Council studies and information. 

7. RECORD SERIES FORMAT(S) 

^ ^ J E T T E R SIZE O MICROFILM 

O LEGAL SIZE O COMPUTER TAPE 

O BOUND BOOK O FLOPPY DISK 

D AUDIO TAPE D VIDEO TAPE 

D OTHER(SPECIFY) 

8. RECORD SERIES SEQUENCE 

O ALPHABETICAL 

H NUMERICAL 

O CHRONOLOGICAL 

O GEOGRAPHICAL 

O OTHER(SPECIFY) 

8. VOLUME 
2 BXFILE DRAWER!S) 

0 MICROFILM REEL(S) 
D COMPUTER TAPE(S) 

NUMBER 0 O T H E R ( S P E C L R Y J 

7. RECORD SERIES FORMAT(S) 

^ ^ J E T T E R SIZE O MICROFILM 

O LEGAL SIZE O COMPUTER TAPE 

O BOUND BOOK O FLOPPY DISK 

D AUDIO TAPE D VIDEO TAPE 

D OTHER(SPECIFY) 

8. RECORD SERIES SEQUENCE 

O ALPHABETICAL 

H NUMERICAL 

O CHRONOLOGICAL 

O GEOGRAPHICAL 

O OTHER(SPECIFY) 
10. ANNUAL ACCUMULATION 

O FILE DRAWER(S) 
O MICROFILM REEL(S) 

WW. W 8W188> PI m -*> • mmm* > rm* ~* I m ^ $ 
. O OTHTDlsprrinrl * 

1 1 • FILE IS USED 
O DAILY $ WEEKLY O MONTHLY 

1 2 * FILE BECOMES INACTIVE AFTER | 
D MONTH(S) D YEAR(S) y 

12. CURRENT LOCATION(S) (BLDC..FLOOR.ROOM) 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building 

14. IS RECORD SERIES DUPLICATED ELSEWHERET ;| 
(IF YES, SPECIFY AGENCY OR OFFICE) -j 
O Y E S g N O | 

18. ACCESS RESTRICTIONS D YES N O 
(IF YEW, CITS LAW(S) A REGULATION! S) 

18. AUDIT REQUIREMENTS | 

£ NONE O STATE O FEDERAL D INDEPENDENT i j 

17. IS AN INDEX SYSTEM USED! (IF YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HAPDBARC/SOFTWARE ) 

O Y E S O N O • 
1 

18. RECOMMENDED RETENTION 
File 1. Retain £hree(3)years, then destroy. ; 
Files 2, 3, 6, 15, 23,' 25, 27, 28, 29. Retain^ 
five (5) years, then destroy. ' 

•i r 

18. NAME AND TITLE OF PREPARER 

Marsha McLaughlin^ 
Records Retention Officer 

20. TELEPHONE NUMBER 

- 313-2350 

21. DATE j 

3-06-92 j 



INSTRUCT[CMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
l A s H D RECORD SERIES. FORWARD 
»mi RECORDS RETENTION SCHEDULE 
(DCS SBO-I) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX*Z7l 

JESSUP, MARYLAND Z07S4 

AGENCY RECORDS INVENTORY 
INSTRUCT[CMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
l A s H D RECORD SERIES. FORWARD 
»mi RECORDS RETENTION SCHEDULE 
(DCS SBO-I) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX*Z7l 

JESSUP, MARYLAND Z07S4 PACE 2 0 OF . 2 6 

| 1. DEPARTMENT/AGENCY 

j Planning & Zoning 
1. DIVISION 
Comprehensive & Transp. Planninj 

«. U N I T 

' DEFINITION-RECORD SERIES-* O R O U F °* RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
1 REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES 
f | 
j 4. RECORD SERIES TITLE 
! SA - Savage/North Laurel 

1. EARLIEST YEAR/LATEST YEAR 
1979 T O Present 

' 4. RECORD SERIES DESCRIPTION (•R,KFL'V DESCRIBE THE TYPES OF IN FORMAT I ON/DOCUMENTS/FORMS POUND 
j 1N THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEPIEE) 

General correspondence, contracts, Master Plan, committees, etc. pertaining to Savage/ 
North Laurel. 

7. RECORD SERIES FORMAT(S) 
^^ETTER SIZE O MICROFILM 
O LEGAL SIZE • COMPUTER TAPE 
O BOUND BOOK O FLOPPY DISK 
D AUDIO TAPE O VIDEO TAPE 
D OTHERfSPECIFY) 

•. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
B NUMERICAL 
O CHRONOLOGICAL 
O GEOGRAPHICAL 
O OTHER(SPECIFY) 

S. VOLUME 
\ B FILE DRAWER(S) 

D MICROFILM REEL(S) 
• COMPUTER TAPEfS) 

NUMBER D oTHERf. SPECIFY) 

10. ANNUAL ACCUMULATION 
O FILE DRAWER(S) 
D MICROFILM REEL(S) 

. D O T H P R I R P F r l F Y l 
1 J * FILE IS USED 

O DAILY O WEEKLY O MONTHLY 
, 2 * FILE BECOMES INACTIVE AFTER 

prnnnnr o MONTH(S) D Y E A R ( S , 

IS. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM) 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? 
tlF YES, SPECIFY AOENCY OR OFFICE) 
O YES £ NO 

IS. ACCESS RESTRICTIONS O YES MR NO 
I IF YES, CITE LAW(a) * REOULAT I ON ( S) 

14. AUDIT REQUIREMENTS 

J? NONE O STATE O FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USED? ( | F YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE ) 

O YES O NO • 
IS. RECOMMENDED RETENTION 

•Retain permanently. 

IS. NAME AND TITLE OF PREPARER 
• Marsha McLaughlin _ 
Records Retention Officer 

ZO. TELEPHONE NUMBER 
313-2350 

Zl . DATE 
3-06-92 



PMSTRUCTIGNS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
A s E D RECORD SERIES. FORWARD 
WTW RECORDS RETENTION SCHEDULE 
(DCS SSO-I) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX*27S 

JESSUP, MARYLAND 20724 

AGENCY RECORDS INVENTORY 
PMSTRUCTIGNS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
A s E D RECORD SERIES. FORWARD 
WTW RECORDS RETENTION SCHEDULE 
(DCS SSO-I) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX*27S 

JESSUP, MARYLAND 20724 PACE 2 1 OF 2 6 

j I. DEPARTMENT/AGENCY 
| Planning & Zoning 

2. DIVISION 
Comprehensive & Transp. Planninj 

2. UNIT 

'< DEFINITION-RECORD SERIES-* O R O U F ° r RWLATED RECORDS NORMALLY FILED AND USED AS A ON 1 T FOR 
1 REFERENCE AS WELL AW RETENTION AND DISPOSITION PURPOSES 
j — 
j 4. RECORD SERIES TITLE 
j TR - Transportation 

•..EARLIEST YEAR/LATEST YEAR 
-1980 TO Present 

' 4. RECORD SERIES DESCRIPTION (•R,KFL-Y "ESCRI BE THE TYPES OP INFORMATI ON/DOC UMCNTS/PO RMS FOUND 
j 1N THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEPIES) 

File 1(a) thru 1(d) consist of Operating & Capital Assistance grant information, Howard 
County Transportation Capital Grant which deals with agreements between ColumBUS, CA and 
Howard County, Transit Systems Managment (TSM)', and Transportation Development Plan (TCP). 

7. RECORD SERIES FORMAT(S) 
^^ETTER SIZE O MICROFILM 
O LEGAL SIZE • COMPUTER TAPE 
O BOUND BOOK O FLOPPY DISK 
D AUDIO TAPE b VIDEO TAPE 
D OTHER(SPECIFY) 

S . RECORD SERIES SEQUENCE 
O ALPHABETICAL 
B NUMERICAL 
O CHRONOLOGICAL 
O GEOGRAPHICAL 
O OTHER(SPECIFY) 

S . VOLUME 
1 XX FILE DRAWER(S) 

O MICROFILM REEL(S) 
D COMPUTER TAPE!St 

NUMBER D oTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
O FILE DRAWER(S) 
0 MICROFILM REEL(S) 

. D OTHFB/«PFrlFVl 

1 1 ' FILE IS USED 
O DAILY O WEEKLY ffl. MONTHLY 

1 Z * FILE BECOMES INACTIVE AFTER 
_____ D MONTH(S) OYEAR(S) 

12. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
tlF YES, SPECIFY AOENCY OR OFFICE) 
O YES g NO 

IS. ACCESS RESTRICTIONS O YES X£ NO 
( IF YES, CITS LAw(a) A REOULAT1 ON ( S ) 

I S . AUDIT REQUIREMENTS.;; . ":'''V*?'< 

J? NONE D STATE O FEDERAL 0 INDEPENDENT 

17. IS AN INDEX SYSTEM USED! (IF YES.EXPLAIN 

O YES O NO • 
I S . RECOMMENDED RETENTION i 

Retain ten ('10) years, then destroy. 

I S . NAME AND TITLE OF PREPARER 
Marsha McLaughlin 
Records Retention Officer 

20. TELEPHONE NUMBER 
• 313-2350 . 

21. DATE 
. 3-06-92 



INSTRUCT IONS--TYPE OR PRINT A 
SEPARATE FORM FOR E A C H NEW OR 
^felSED RECORD SERIES. FORWARD 
^RH RECORDS RETENTION SCHEDULE 
(DCS SBO>|J 

DEPARTMENT OF GENERAL. SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX*271 

JESSUP. MARYLAND 20724 

AGENCY RECORDS INVENTORY 
INSTRUCT IONS--TYPE OR PRINT A 
SEPARATE FORM FOR E A C H NEW OR 
^felSED RECORD SERIES. FORWARD 
^RH RECORDS RETENTION SCHEDULE 
(DCS SBO>|J 

DEPARTMENT OF GENERAL. SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX*271 

JESSUP. MARYLAND 20724 PAGE __2_,)OF ?(\ 

1. DEPARTMENT/AGENCY 
| Planning & Zoning 

2. DIVISION 
Comprehensive & Transp. Planninj 

2. U N I T 

DEFINITION •RECORD SERIES-A O R O U P O F R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A W A U N I T F O R 
R E F E R E N C E A W B E L L A W R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
TR - Transportation 

I. EARLIEST YEAR/LATEST YEAR 
J-980 T O Present 

4. RECORD SERIES DESCRIPTION ( B R I E F L Y D E S C R I B E 
I N THE SERIES. 

T H E T Y P E S O F I N F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
I N C L U D S T H E P U R P O S E O R F U N C T I O N O F T H E B E P I E S ) 

Highway projects for Howard County 
Highway Studies & Plans 

7. RECORD SERIES FORMAT{SJ 
^^ETTER SI2E O MICROFILM 
O LEGAL SIZE O COMPUTER TAPE 
Q BOUND BOOK D FLOPPY DISK 
O AUDIO TAPE O VIDEO TAPE 
D OTHER(SPECIFY) 

S. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
B NUMERICAL 
O CHRONOLOGICAL 
O GEOGRAPHICAL 
O OTHER(SPECIFY) 

•. VOLUME 
2% CL FILE DRAWER( S ) 

0 MICROFILM REEL(S) 
O COMPUTER TAPE { S ) 

NUMBER D CTHER[SPECI FY) 

7. RECORD SERIES FORMAT{SJ 
^^ETTER SI2E O MICROFILM 
O LEGAL SIZE O COMPUTER TAPE 
Q BOUND BOOK D FLOPPY DISK 
O AUDIO TAPE O VIDEO TAPE 
D OTHER(SPECIFY) 

S. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
B NUMERICAL 
O CHRONOLOGICAL 
O GEOGRAPHICAL 
O OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
0 FILE DRAWER(S) 
D MICROFILM REEL(S) 

nuMvcn w w " * • • _ —» i —* j 
. O OTHPPlserriFYl 

1 1 * FILE IS USED 
] P DAILY O WEEKLY O MONTHLY 

1 2 * FILE BECOMES INACTIVE AFTER ij 
______ O MONTH(S) O YEAR(S) a 
N U M B E R 

11. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM) 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building 

14. IS RECORD SERIES DUPLICATED ELSEWHEREt | 
tlF YCS, S P E C I F Y A O E N C Y O R O P F I C E ) 
O YES O NO | 

IS. ACCESS RESTRICTIONS O YES >ffl NO 
(IF YES, CITS; LAW(B) A REGULATION!S) 

IS. AUDIT REQUIREMENTS •] 

NONE O STATE O FEDERAL • INDEPENDENT | 

17. IS AN INDEX SYSTEM USED* ( |p Y E S . E X P L A I N 
BRIEFLY A N D D E S C R I B E A N Y MARDBARc/SOFTWARE ) 

0 YES O NO • 
i 

IS. RECOMMENDED RETENTION \ 
Files 2", (.a) thru 2 j(eee)-Retain permanently .* -| 

: 

Files 3 (a thru n)-Retain ten (10) years, 
then destroy. \ 

1 

IS. NAME AND TITLE OF PREPARER 
Marsha McLaughlin 

Records Retention Officer 

20. TELEPHONE NUMBER 
313-2350 . 

21 . DATE \ 
3-06-92 i' 
' 1 



INSTRUCT I IQMS- -TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
^ ^ S E D RECORD SERIES. FORWARD 
W^TH RECORDS RETENTION SCHEDULE 
(DGS 180-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX*27B 

JESSUP. MARYLAND 20784 

AGENCY RECORDS INVENTORY 
INSTRUCT I IQMS- -TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
^ ^ S E D RECORD SERIES. FORWARD 
W^TH RECORDS RETENTION SCHEDULE 
(DGS 180-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX*27B 

JESSUP. MARYLAND 20784 PAGE .23 OF . 26 

1. DEPARTMENT/AGENCY 
Planning & Zoning 

2. DIVISION 
Comprehensive & Transp. Planninj 

2. U N I T 

DEFINITION-RECORD SERIES- G R O U P O F R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
TR - Transportation 

8. EARLIEST YEAR/LATEST YEAR 
1978 T O Present 

4. RECORD SERIES DESCRIPTION (• R , K F L V D E S C R I B E T H E T Y P E S O F I N F O R M A T I O N / D O C U M E N T S / F O R M S P O U N D 
1 N THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E SEPIEE) 

Public Transportation Board correspondence, meetings notices, etc, 

Consolidated Transportation Plan 

7. RECORD SERIES FORMAT(S) 

f ^ ^ E T T E R SIZE O MICROFILM 

O LEGAL SIZE O COMPUTER TAPE 

Q BOUND BOOK O FLOPPY D I S K 

O AUDIO TAPE O VIDEO TAPE 

O OTHER(SPECIFY) 

8. RECORD SERIES SEQUENCE 

O ALPHABETICAL 

B NUMERICAL 

O CHRONOLOGICAL 

O GEOGRAPHICAL 

O OTHER(SPECIFY) 

8. VOLUME 
% B FILE DRAWER(S) 

0 MICROFILM REEL(S) 
D COMPUTER TAPE(S) 

N U M B E R Q OTHER(SPEC1 FY] 

10. ANNUAL ACCUMULATION 
O FILE DRAWER(S) 
O MICROFILM REEL(S) 

. • O f T H T B I f i P F P I F Y l 

1 1 * FILE IS USED 
O DAILY D WEEKLY 8 MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER ] 

12. CURRENT LCCATION(S) (BLDG.,FLOOR.ROOM) 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building 

14. IS RECORD SERIES DUPLICATED ELSEWHEREt j 
( I F Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 4 

O Y E S g N O ] 

IS. ACCESS RESTRICTIONS O YES N O 
( I F Y E S , C I T E L A W ( S ) * R E O U L A T I O N ( S ) 

14. AUDIT REQUIREMENTS I 

J? NONE O STATE O FEDERAL D INDEPENDENT j 

27. IS AN INDEX SYSTEM USED! ( I F Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D B A R E / S O F T W A R E ) 

O Y E S O N O • 
18. RECOMMENDED RETENTION » , ; L-

Files 4(a) and 4(b), retain permanently. 

Files 11 (a) thru 11 (e)', retain five (5) 
years, then destroy. ! 

IS. NAME AND TITLE OF PREPARER 
Marsha McLaughlin 

Records Retention Officer 

20. TELEPHONE NUMBER 
.313-2350 

.1 
21 . DATE ; 

„3-06-92 



INSTRUCT 1CMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
A l S E O RECORD SERIES. FORWARD 
WTTH RECORDS RETENTION SCHEDULE 
(DCS SBO-I) 

DEPARTMENT OF CENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727S WATERLOO ROAD 
P.O. BOX*27S 

JESSUP, MARYLAND 207B4 

AGENCY RECORDS INVENTORY 
INSTRUCT 1CMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
A l S E O RECORD SERIES. FORWARD 
WTTH RECORDS RETENTION SCHEDULE 
(DCS SBO-I) 

DEPARTMENT OF CENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727S WATERLOO ROAD 
P.O. BOX*27S 

JESSUP, MARYLAND 207B4 PACE 24 . car 26 

| 1. DEPARTMENT/ACENCY 
J Planning & Zoning 

a. DIVISION 
Comprehensive & Transp. Planninj 

2. UNIT 

DEFINITION-RECORD SERIES A OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AW RETENTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 
TR - Transportation 

I. EARLIEST YEAR/LATEST YEAR 
1980 TO Present 

I # > RECORD SERIES DESCRIPTION J B I * , K r u V DESCRIBE THE TYPES O P INFORMATI ON/DOCUMENTS/FORMS FOUND 
: I N THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE BEPIES) 

General correspondence pertaining to: 
General Highway Maps 
Highway Noise Study 
Transportation Control Plan (TCP) 

7. RECORD SERIES FORMAT(S) 
^^ETTER SI2X O MICROFILM 
D LEGAL SIZE • COMPUTER TAPE 
O BOUND BOOK D FLOPPY DISK 
O AUDIO TAPE O VIDEO TAPE 
D OTHER JSPECIFY) 

•. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
B NUMERICAL 
O CHRONOLOGICAL 
O GEOGRAPHICAL 
O OTHER(SPECIFY) 

t. VOLUME 
ig Of FILE DRAWER( S) 

0 MICROFILM REEL(S) 
O COMPUTER TAPEfS) 

NUMBER D OTHER(SPEC1 FY) 

7. RECORD SERIES FORMAT(S) 
^^ETTER SI2X O MICROFILM 
D LEGAL SIZE • COMPUTER TAPE 
O BOUND BOOK D FLOPPY DISK 
O AUDIO TAPE O VIDEO TAPE 
D OTHER JSPECIFY) 

•. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
B NUMERICAL 
O CHRONOLOGICAL 
O GEOGRAPHICAL 
O OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
O FILE DRAWER(S) 
O MICROFILM REEL(S) 

HUMItn • • ™ — • —* * • — | —^ | 
. O m v r B i R P F r i F v i * 

FILE IS USED 
O DAILY V WEEKLY O MONTHLY 

** • FILE BECOMES INACTIVE AFTER 1 
BUHBET ° * « « C « 1 °VEAR(S, j 

12. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM) 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building 

14. IS RECORD SERIES DUPLICATED ELSEWHERET j 
tlP YES, SPECIFY AOENCY OR OFFICE) 
O YES g NO 

IS. ACCESS RESTRICTIONS O YES X£ NO 
llF YES, CITE LAW(S) * REOULAT 1 ON( • ) 

14. AUDIT REQUIREMENTS 

9 NONE O STATE O FEDERAL O INDEPENDENT 

J7. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDS ARE./SOFTWARE ) 

D YES D NO • 
IS. RECOMMENDED RETENTION 

Retain five (5) years, then destroy. 

1 

IS. NAME AND TITLE OF PREPARER 
Marsha McLaughlin 
Records Retention Officer 

2 0 . TELEPHONE NUMBER 
313-2350. 

2 1 . DATE 
. 3-06-92 

! 



INSTRUCT 1CMS --TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
B^BsED RECORD SERIES. FORWARD 
» m RECORDS RETENTION SCHEDULE 
(DOS S S O - I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 2 7 1 WATERLOO ROAD 
P.O. BOX*27S 

JESSUP, MARYLAND 2 0 7 24 

AGENCY RECORDS INVENTORY 
INSTRUCT 1CMS --TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
B^BsED RECORD SERIES. FORWARD 
» m RECORDS RETENTION SCHEDULE 
(DOS S S O - I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 2 7 1 WATERLOO ROAD 
P.O. BOX*27S 

JESSUP, MARYLAND 2 0 7 24 P A C E O F 26 

[ 1 . DEPARTMENT/AGENCY 
| Planning & Zoning 

2 . DIVISION 
Comprehensive & Transp. Planninj 

2 . U N I T 

DEFINITION-RECORD SERIES-A O R O U P O F R E L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A W R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S 

4. RECORD SERIES TITLE 
TR - Transportation 

I. EARLIEST YEAR/LATEST YEAR 
1982 Y O Present 

«. RECORD SERIES DESCRIPTION (•R,E',UY D E S C R I B E T H E T Y P E S O F IN F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
I N THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E P I E S ) 

- Unified Transportation Planning Program (UTPP); -MARC Service to Columbia 
- UTPP Billing 
-Transportation Steering Committee (TSC) 
-Transportation Improvement Program (TIP) 
-Plan & Program Committee 
-Federal Highway Administration 
-Parking Study-Downtown Columbia 
-Airport Area Transportation Study 
-Scenic Roads 
-Level of Service Study 

General correspondence pertaining to transit 
issues in Howard County. 

7. RECORD SERIES FORMAT(S) 

^ ^ E T T E R SIZE O MICROFILM 

D LEGAL SIZE • COMPUTER TAPE 

O BOUND BOOK D FLOPPY DISK 

O A U D I O TAPE O VIDEO TAPE 

O OTHER(SPECIFY) 

t. RECORD SERIES SEQUENCE 

O ALPHABETICAL 

B NUMERICAL 

O CHRONOLOGICAL 

O GEOGRAPHICAL 

O OTHER(SPECIFY) 

VOLUME 
k 9 FILE DRAWER(S) 

O MICROFILM REEL(S) 
D COMPUTER TAPE(S) 

N U M B E R O OTHER[SPEC I FY) 

10. ANNUAL ACCUMULATION 
D FILE DRAWER(S) 
D MICROFILM REEL(S) 

NUMB.TR ° COMPUTER TAPE(S) 
D errnFB( sp rn f y ) 

I I . FILE IS USED 
D DAILY O WEEKLY £> MONTHLY 

12. FILE BECOMES INACTIVE AFTER 
_ _ _ _ _ P M O N T H ( S ) P Y£AR(S) 

S 3 . CURRENT LOCATION!S) (BLDG. ,FLOOR,ROOM) 
Div. of Comprehensive & Transportation Planning 
Office of Planning & Zoning, Howard Building 

14. IS RECORD SERIES DUPLICATED ELSEWHERE! 
tlF YES, SPECIFY AOENCV OR OFFICE) 
O Y E S NO 

I S . ACCESS RESTRICTIONS O Y E S } ® NO 
1 I F YES, CITS LAW(S) A REGULATION! S) 

I S . AUDIT REQUIREMENTS 

« NONE O STATE O FEDERAL O INDEPENDENT 

17. I S AN INDEX SYSTEM USED! (IF YES.EXPLAIN 
• K I S P L V A K D D E S C R I B E A N Y K A R D B A R E / S O F T B A R E ) 

O YES O NO 

IS. RECOMMENDED RETENTION 

Retain ten (10) years, then destroy. 

IS- NAME A N D TITLE OF PREPARER 
Marsha McLaughlin 
Records Retention Officer 

20. TELEPHONE NUMBER 
313-2350 . 

21. DATE 
3-06-92 

http://NUMb.Tr


INSTRUCT 1CMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 

DEPARTMENT OF G 
RECORDS MANAGE] 

ENERAL SERVICES 
WENT DIVISION AGENCY RECORDS INVENTORY 

fWBW|SED RECORD SERIES. FORWARD 
W H RECORDS RETENTION SCHEDULE 
(DCS SBO-I) 

727* WATERLOO ROAD 
P.O. BOX*Z 7 B 

JESSUP, MARYLAND 207S4 PAGE _ 2 6 . OF 2 6 

! 1. DEPARTMENT/AGENCY 
[ Planning & Zoning 

2 . DIVISION 
Comprehensive & Transp. Planninj 

S. UNIT 

! DEFINITION-RECORD SERIES-* O B O U P O F « « - * « D R E C O R D S N O R M A L L Y F I L E D 
R E F E R E N C E AS W E L L AS R E T E N T I O N AND D I B P O B 

AND USED AB A U N I T F O R 
I T ION P U R P O S E S 

r— ~ ~ 
, 4. RECORD SERIES TITLE 
' WA - Water and Sewer 

S. EARLIEST YEAR/LATEST YEAR 
xl980 T O Present 

4. RECORD SERIES DESCRIPTION J * M , , " , L - Y D E S C R I B E T H E T Y P E S OF I N P O R M A T I O N / D O C U M E N T S / P O R M S F O U N D 
1 H THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O P T H E S E P I E E ) 

General correspondence pertaining to: 

Patapsco Interim Sewerage Treatment Plant Chesapeake Bay Critical Area 
Water and Sewer Master Plan 
Patuxent River Reservoir Protection-Program 
Metropolitan District 
Patuxent River Watershed Act of 1980 

7. RECORD SERIES FORMAT(S) 
^ ^ E T T E R SIZE O MICROFILM 
D LEGAL SIZE O COMPUTER TAPE 
O BOUND BOOK O FLOPPY DISK 

8. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
B NUMERICAL 
O CHRONOLOGICAL 

•. VOLUME 
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